Kings  S.P.C.A.

Volunteer Orientation and Safety Rules 
Available Volunteer Hours are Monday to Saturday 9 am to 12 Noon and 1 to 4:30pm
Please use disposable gloves when doing many of the tasks.
Kings S.P.C.A. Facility:

     Thank you for your interest in assisting the Animals and Kennel Attendants of S.P.C.A. Please feel free to ask the Kennel Attendants questions about our residents, cleaning needs and procedures. 

    Please keep in mind, our residents are loving animals, BUT they have lost their homes and families may be grieving, stressed and scared, AND until they are comfortable with you And TRUST you, they might view you as a stranger and react accordingly. Here at the shelter we find their cage becomes the only secure thing they have, and with strangers they become very protective of their “homes.” Which might mean they might bark, growl, snap or cower in a corner, or see you as invading their privacy or space.
   So we ask that until they are comfortable with you and TRUST you, DO NOT try to pet them thru the bars of their cages, put your hands near their faces, and please do not try to pick them up.  

   Once you get to know the animals, and they are COMFORTABLE with you and TRUST you then you can give them as much love and attention as the small dogs and cats will allow. For the large dogs the Kennel Attendant will need to spend some time with you so that you fully understand the particulars of that animal.
  If you are injured in any way, please let the Shelter Director, Kennel Supervisor, Lead Supervisor know right away

   Kings S.P.C.A. is a training site so in order to properly provide technical assistance we ask that “Individuals Not of Legal Age” work with the Kennel Attendants, taking directions from them and reporting to them. The Shelter Director reserves the right to assign tasks and give directions. 
General Information:

   Some of our animals have particular needs, an injury, and impending surgery, look at their ID. tag so that you are aware of that animal’s needs.

   If you notice anything unusual about an animal please let a Kennel Attendant know so that we might give that animal the best care possible. 
  We recommend that you wear comfortable Work clothes. 

  Each room should have the necessary supplies for feeding and cleaning .Look for the item label, if you find supplies are low or out of an item, than please let the Shelter Director know. 

   Each animal has a Identification tag with information about that animal. 
  Until we get our “Walking Path” finished we cannot allow the dogs to go out in front. Also, “Dog Walking” training will need to be completed before a volunteer will be allowed to take a dog out.

  We are asking Volunteers to refrain from ”hanging out/taking a break” in the office, answering the phone, going into the file cabinet, etc.

  Our Smoking Area is located behind our building; please no smoking out in front.

 Please don’t hesitate to ask a S.P.C.A. employee if you have any questions that we can answer for you. 

Cleaning: S.P.C.A. animals are healthier, happier and more comfortable when they have a clean environment. They really don’t like to walk or sleep in their own feces. It also reassures the public that the animals are well taken care of, so please feel free to lend a hand in cleaning our shelter. The animals will know that you care about them.

The Cat Room: As you walk down the hall, it’s the first room to your right. 
· Ask the Kennel Attendants about each cat’s particular character, perks, habits, who “they don’t prefer to play with” and any other needed information. 
· Remember the cats do scratch and can bite, so keep an eye on them when you are touching them.

· FYI—it’s helpful if you let a cat out of its cage that you put it back into “its cage.” Look at its name tag, for color etc. You might only take two cats out at a time and leave their cage doors open. , so you know which cage they go back into.
· Please enter with caution and shut the door behind you.

· We are limiting the number of cats “out of their cages at one time” to be 3-4, ask who shouldn’t be out together. And look for signs that certain cats don’t want to play with a particular cat; they will need to be put back into their cage ASAP.
· Socializing Cats: please sit on the floor or a chair and you can get toys out to encourage the cats to play with you. 
· Please double check the cage door to make sure it is properly closed.

· Cats can be brushed, the brushes are in the tall white cabinet, if you cannot find one ask a Kennel Attendant.

One thing you might do for the cats are to make sure that they have food and water in their cages. The FOOD is in the tall white cabinet, the water is in a pitcher or in the utility room.
Cleaning: 

· The cats will be healthier if their litter boxes are scooped, with the “poop” thrown in the trash, and when needed, some litter added. Clean Litter: is in a container in the room that says Clean Litter. Please use disposable gloves when doing this task.
· Dirty litter boxes are taken to the outdoor large dog area, back of the room.
· Cage disinfecting: at times the cages will need to be sprayed with the bleach solution, bleach solution this will need to be prepared fresh every morning. The bleach bottle is in each room or the utility room.  To properly kill the germs once sprayed, the solution will need to stay on the cage surface for a good 10 minutes before being wiped off with a paper towel. Please use disposable gloves when doing this task.
· Empty the Trash Can and put a new liner in the can. The trash can be taken to the outdoor dumpster; it’s in the parking lot to the left of the front of the shelter.
· Swept and Mop the floor. The broom and dustpan should be behind the door. The mop and bucket is in the utility room. FYI you might want to put on disposable gloves before mixing. To mix “mop water,” fill the blue bucket to about ½ full and add 1 cup of bleach. Dip the mop in the water then push the white sleeve down and turn several times; this will ring out the excess water. Please use disposable gloves when doing this task.
· Replacing the bedding: if the towel is wet, please take it out of the cage and replace it with a dry one. Dry towels should be up on top in a clear tote. Please take the wet one/ones to the Large Dog Area, past the washers, and place under the blue Tarp, in the container to the right.
· Dirty stainless steel bowls (food/water bowls) are washed in the break room, clean ones are also stored there.
· Cat Toys: please pick them up and put them back into the container.
· Cat Trees/Climbing Trees: might need to be wiped or swept, remove cat food, cat fur,  etc.
· FYI: we do have an end of the day closing procedure.
The Holding/Infirmary Room: The Second Door on the right. (In this room please do not handle the sick, injured or impending surgery patients.) Door with a window.
· Both dogs and cats are housed in this room.

· Please enter with caution and shut the door behind you.

· Socializing: please sit on the floor or a chair and you can get toys out to encourage the animals to play with you. 

· Some are in a “holding” position, so that we might determine any medical conditions that they might need to be treated for.
· OR some are being treated for a medical condition.

· Ask the Kennel Attendants about each animal’s particular character, perks, or habits.

· FYI—it’s helpful when you let an animal out of its cage that you put it back into the right cage. Look at its name tag, for color etc, so you know which cage they go back into. 

· We prefer that you take either a dog or cat out at a time, but not at the same time.
· Please double check the cage door to make sure it is properly closed.

· Dogs can be brushed, but be careful they might not be used to it. 
· Treats can be given to the dogs, they are in the small dog room or in totes in the “Isolation/Crate” room

One thing you might do for the animals is to make sure that they have food and water in their cages. The FOOD is in a labeled container, the water is in a pitcher or in the utility room.

Cleaning: 

· The cats will be healthier if their litter boxes are scooped, with the “poop” thrown in the trash, and when needed, some litter added. Clean Litter: is in a container in the room that says Clean Litter. Please use disposable gloves when doing this task.
· Dirty litter boxes are taken to the outdoor large dog area, back of the room.
· Dirty stainless steel bowls (food/water bowls) are washed in the break room, clean ones are also stored there.
· Dog poop  or pee on the floor will need to be picked up/wiped up with a paper towel and put into the trash can Please use disposable gloves when doing this task.
· Cage disinfecting: at times the cages will need to be sprayed with the bleach solution, bleach solution this will need to be prepared fresh every morning. The bleach bottle is in the room or in the utility room. To properly kill the germs once sprayed, the solution will need to stay on the cage surface for a good 10 minutes before being wiped off with a paper towel. Please use disposable gloves when doing this task
· Empty the Trash Can and put a new liner in the can. The trash can be taken to the outdoor dumpster; it’s in the parking lot to the left of the front of the shelter.
· Swept and Mop the floor. The broom and dustpan should be behind the door. The mop and bucket is in the utility room. FYI you might want to put on disposable gloves before mixing. To mix “mop water,” fill the blue bucket to about ½ full and add 1 cup of bleach. Dip the mop in the water then push the white sleeve down and turn several times; this will ring out the excess water. Please use disposable gloves when doing this task.
· Replacing the bedding: if the towel is wet, please take it out of the cage and replace it with a dry one. Dry towels should be at the end of the cages, East end of the room, in a clear tote. Please take the wet one/ones to the Large Dog Area, past the washers, and place under the blue Tarp, in the container to the right. Please use  disposable gloves when doing this
· Cat/Dog Toys: please pick them up and put them back into the container.
The Utility Room: is the curtain door across the hall from the Holding room.

 This room holds cleaning products, cleaning tools, supplies, a trash can and incoming donations.

Small Dog Room: Room with a large window. The third room down the hall to your right. The barking in this room can be quite loud.
· Small dogs are housed here, and need to be out of their cages as often as possible.
· Ask the Kennel Attendants about each dog’s particular character, perks, habits, who “they don’t prefer to play with” and any other needed information. 

· Remember: some of the dogs have a lot of energy and may jump up on you, their nails may need to be trimmed so they might scratch you, or they might grab onto your wrist or leg with their mouth.

· FYI—it’s helpful if you let a dog out of its cage that you put it back into “its cage.” Look at its name tag, for color etc. You might only take two dogs out at a time and leave their cage doors open, so you know which cage they go back into.

· Please enter with caution and shut the door behind you.

· Dogs can be brushed, but be careful they might not be used to it. 

· Treats can be given to the dogs, some are here in this room or in totes in the “Isolation/Crate” room.

· Socializing dogs: please sit on the floor or a chair and you can get toys out to encourage the dogs to play with you. 

· Please double check the cage door to make sure it is properly closed.
· Exercise: at times the dogs can go outdoors to the grass area or be put into a dog run. They might not be comfortable with a leash, and will need to be watched, you will need to stay with the dog. Please be careful with the small dogs, some of the large dogs will try to “get at” the small dogs, so it is really important to not take the small dogs around the large dogs. BEFORE taking a dog out, go out and make sure gates are closed. Be sure to close gates behind you. Please make sure that the area you are taking a dog has a water dish with clean water in it. Poop need to be picked up and placed in a trash can
One thing you might do for the animals is to make sure that they have food and water in their cages. The FOOD is in a labeled container, the water is in a pitcher or in the utility room.

Cleaning: 

· Dog poop or pee on the floor will need to be picked up/wiped up with a paper towel and put into the trash can. The small dogs will also go into the next room with the window and relieve themselves. Please use disposable gloves when doing this task.
· Dirty stainless steel bowls (food/water bowls) can be washed in this room, clean bowls can be found in the break room.
· Cage disinfecting: at times the cages will need to be sprayed with the bleach solution, bleach solution this will need to be prepared fresh every morning. The bleach bottle is in the room or in the utility room. To properly kill the germs once sprayed, the solution will need to stay on the cage surface for a good 10 minutes before being wiped off with a paper towel. Please use disposable gloves when doing this task.
· Empty the Trash Can and put a new liner in the can. The trash can be taken to the outdoor dumpster; it’s in the parking lot to the left of the front of the shelter.
· Swept and Mop the floor. The broom and dustpan should be behind the door. The mop and bucket is in the utility room. FYI you might want to put on disposable gloves before mixing. To mix “mop water,” fill the blue bucket to about ½ full and add 1 cup of bleach. Dip the mop in the water then push the white sleeve down and turn several times; this will ring out the excess water. Please use disposable gloves when doing this task.
· Replacing the bedding: if the towel is wet, please take it out of the cage and replace it with a dry one. Dry towels should be in the white cabinet. Please take the wet one/ones to the Large Dog Area, past the washers, and place under the blue Tarp, in the container to the right. Please use disposable gloves when doing this task.
· Dog Toys: please pick them up and put them back into the container.
Break Room: the second door down the hall to the left. 

You can put your water/drinks in the frig. And please be careful we have two cats in this room, one loves to run down the hall.
Large Dogs Area/Laundry Area/Isolation/Crate Room: straight down the hall and out the door.
· Large Dog Kennels are in this first room, the dogs sleep here at night.

· Please use caution with the large dogs, read the Orientation and Safety Rules. 

Laundry Area: to the left are the two dryers, to the right are the two washers, the dirty laundry is under a blue tarp to the left.

· The washers, dryers and dirty laundry areas, has directions for use.
· It is helpful when the laundry is dry that it be taken to the appropriate area for usage.
·  Towels go into each room. Hand towels and wash cloths go into the utility room 
· Blankets and beds go in containers in the small dog room, in the Large window area.
Isolation Room: past the washers, headed East, the door to your left.

· This room is used to house a large dog that is the “holding position” 

· We store totes with dog bones and toys in this room

· We store a ladder in here.

Outdoor Large Dog Area : through the East door

· The dogs are moved here during the day while their kennels are being cleaned and disinfected.

· The public is taken here and to the dog runs to view prospective new family members.

·  Dogs need lots of exercise and can be taken out to the dog runs. Be sure to ask the Kennel Attendants which dog to take out and which run to take them into. For the safety of the dogs and yourself this is very important! You will need to stay with the dog. Poop need to be picked up and thrown in the trash can
· BEFORE taking a dog out, go out and make sure gates are closed. Be sure to close gates behind you. Please make sure that the area you are taking a dog has a water dish with clean water in it. And you can take toys out into the run for the dog.

· Dogs can be brushed, but be careful they might not be used to it. 

· Treats can be given to the dogs, we store them in totes in the “Isolation/Crate” room.

· Make sure if you do go into a dog kennel that you properly secure the latch. Push down on them to make sure they are closed.
One thing you might do for the animals is to make sure that they have water in their cages. We use the hoses to provide water for the Large Dogs.

Cleaning: 

· Poop is scooped up with a scooper and thrown into the trash can.

· We have some rubber boots that can be borrowed.

· The beds are propped up against the kennel walls.

· The wet bedding is taken to the dirty laundry area and placed under the blue tarp, in the container to the left. Please use disposable gloves when doing this task.
· Stainless Steel food Bowls  are taken to the Break Room and washed.

· A Disinfectant Solution is sprayed onto the floor and left to kill the germs.  

Cleaning and Disinfecting Area: In the back of the large dog area, to the North of the back of the room. Disposable gloves should be worn when washing items
· Two black tubs are used to soak dirty animal  items

· One for dirty litter boxes, scoops these need to be washed, rinsed and set on the plastic drying racks

· The other one for dirty Very Large Stainless Steel Bowls, these need to be washed, rinsed and set on the plastic drying racks.

· When dry they need to be distributed and stored back into designate place.

· Animal Carriers/Dog Houses are place here to be washed and disinfected. When dry, they need to be lined with newspaper, can be found in the holding area. The small carriers go in the cat room, the medium ones go in the small dog room and the huge ones, go to the East of the dirty laundry area.
Safety:

· Use disposable gloves when using chemicals, goggles are also available.
· Be sure to close the door behind you as you enter or leave a room

· Be sure to securely latch a cage/kennel door, we don’t want an animal to get out during the night and injure itself or another animal, or get into anything that could harm it.
· Stay with the dogs while outdoors, they like to dig and could possibly dig under the fence. If you see a hole big enough for a dog to get through please let a employee know.
· Follow the Dress Code. Wear work clothes: Pants that cover your legs, Shirts/Blouses: with short sleeves, covers your chest and back, and covers 7 to 10 inches from your waist down, Shoes that cover your entire foot. 
